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PROCEDURES FOR CONDUCTING THE QFFICE OF ABC
REPORTS MANAGFMENT SURVEY - Contimnued

3, THE INVENTORY

a. The following action shall be taen on each current ro-
quirement for either & required or prepared reports

{1) Complete an original amd or: copy of Form No. 521,
Report Survey (Attachment £},

{2) To the original of ench Reprt Survey, attech a copy
of each direetive having & icaring on the report, a
gpecimen copy of the report, and any other descriptive
material.

b, It will be necessary to furnish ropies of directives
{authorities) issued as Agengy or Office of ABC regulalory
meterial, :

4. THE APFRATSAL

a. Porsonmel shall appraise cach reporting requirement simul-
tancously with taking the inventsry. The need Tor reguired
properts will be fully justified. FPrepared reports shedl
be examined with n view to impre ving preparation procedures,
and recormending to requiring oiflces, wey to reduce or
aimplify reporting.

b, Form No. 521 contains questions ‘rhich establish criteris
for eppraising reports. Additional guidance may be foond
in Attachment B, "inalyzing Requurements for Administrative
or Mansgement Reports,® coples of which may be obtained
from the Administrative Staff.

5, SUB'ISSION OF INVENTORY ARD APTT AXSAL MATERIAL

Conpleted Repurt Survey forms, togesther with supperting rmaterial
and recommepdations, shall be forvaried through supervisors amd
vomponent chiefs for review, prior tc being sutznitted to the
Chief, Administrative Staff by
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. Form Ho 521, Repori Survey

B, Yinalyzing Requirements for

Administrative or Manage--
ment Reports®
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PROCFDURES FOR CONDUCTING THE OFFICE OF ABC
REPORTS MARAGEMENT SURVEY

GENFRAL

The reports survey is an essential step in establishing
the Offlice of ABC Reports Manegement Program, It provides
the foundation, tbat i1ss (1) A complets description ard
case history of each reporting requirement, erd (2) ean
onalysis of these requirements to point up reporting de-
ficienoins and vays to correct them. In sddition, the
survey will provide experience on which to huse poliecies
snd procedures for contimuing this program., The importance
of this survey thus dictates that persons seleated to
participate should have a broad knowledge of their comprent's
reporting requirements, and be qualified to anelyze them
objectively for possible improvements.,

DEFINITIONS

Hgpgrt ~ An account or statement of information in written
narrative, tebular, punch card, or graphic form, transmitted
from one organizational clement to another in response to &n
expressed or assumed neesd for information.,

Adminlatrative or Manmpement Revert = A report that provides
for administrative or mansgement control over an activiiy or
operstion, as distinguished fwom an operationsl or intelligence

report.

Bagwrring Repord . Either a perdodic report which conveys
essentinlly the seme type of informetion at prescribed
intervels (daily, weekly, monthly, ete.) or & gituation
repery which is prepared on each occwrrence of an avent
of esrtein preseribed choractsristics.

Required Renort (Incoming Report) - A report which a
component requires from one or more other elements.

The report is an incoming report to the office which requires
i,

Erepsred Reovort (Outmoins Report) - A report which a component

prepares at the request of arother element, The report is an
outgoing report from the office which prepares it.
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TYPES OF REPORTS AND DOCUMENTS EX:MPTED
TROM THE OFFICE OF ABC REPORTS MANAGEMENT PROGRAM

Formal reports of audit, survey, or investigation by sdministrative

bodies appointed for that purpose.

However, recurring is.orts initiated

ty such bodies to obtain data are not exempt.

Comments and/or concurrences es part of routine clearance of propesed
setions, requisitions, or publiestions,

Apency budget requirementss

a. The anmial estimate or request for funds reguired by law. This
exemption dees not include periodic collections of deta used to
develop or supplement budget estimates or fund requests.

b, Reports upon apportionment and zllocation of appropriasted funds.

The following operating documents:

Aecounting records

Affidavits

Agreemnents

Announcement.s

Applications OY requests

Suthorizations

Blds

Bills of lading

Certifications

Claims

Bills

Contracts and initial
allied papers

Depositions

Guarantees

Identification

leases

Liens

Oatha of office
Payrolls

Permits

Parformance bords
Receipts
Receliving~and-=inspesction forms
Requisitions

Sales slips

Shipping orders
Speeifications
Statements of witnesses

This exemption covers only the actual operatine documents themselves,
Reports concerning progress in preparing, numbers processed, etc., are
not exempte.
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SAMPLE NOTICE TNAUGURATIRG AN OFFICE REPORTS
FANAGEMENT PROGRAM

{2) Direct that the survey be conducted within each
component under their authority.

{3) Review recormerdeticns and findings of subordinate
components,

{4) Forward survey material on each reporting require-
ment to the Chief. Adninistrative Staff, prior to

W
A T T

4. PROCEDURE

#o Jinventory and Appraisad - Enclosure 2 provides detailed
instruments for the inventory and appraisal of reporting
vequirements, Additional copies of this gulde and the forms
to be used during this survey may be obtained from the
igdministrative Staff, extension 123%.

b, Approvel of New or Revised Reporting Reoulrements - Effective
eﬁnmdiately, any proposal originated in the Office of ARG
0 establish a new reporting requirement, or to revise an
existing one, shall be submitted through the Chief, fdminisirative
staff, to the Director of ABC for avproval., Form No. 142

{Enclosure 3) in duplicate shall be used.

o, Heguests for Reports Reeeived from Compopents Outasice the
Office of ABC - All requests received directly from components
outside the Office of ABC skall be brought to the attention of
the Chief, Administrative Staff.

% CONTINUATION OF TIHE PROGRAM

This Rotice will be reseinded by an Office Regulation upon compietion

oi the reports survey., At that time, policies, responsitilities., and
procedures for a continuing Office-wide reperts management prograsm will
be established, Suggestions for a program to meet our needs are invited,

3. R. WRIGHT
Hrector of AEC
Inelosurea:
is Types of Reports and Docurents
Exempted from the Reports Survey

Froeedures for Conducting the
Revortas Management Survey

b
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91 a New or Revised Reporting
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SAMPLESROTICE INAUGURATING AN OFFICE REPORTS
MANAGEMENT PROGRAM

SUBJ:CT: Office of ABC Reports Management Survey

1. GENERAL

This Hotice sets forth procedures and responsibilities for a survey
ot current reporting reoculremente in particfpating with sll AGENCY
component =, preparatory to establishing a continuing 0ffice-wide
Reports Management Program.

2. SCOFE

With the exception of those reports and documents listed in
Enclosure 1, the survey shall include all recurring administrative
or management reports which Office of ABC components elther recuire
from or prepare for:

a., Other Headquarters cormpcnents, including those in the
Office of ARC.

b. Any continental or overseas field activity.
¢. Any organization (federal or private) outside the Agency.
3. RESPONSIBILITIES

&. The Chief, Adrmipistrative Staff in collaboration with Mr,
of ABC Reports Mamagement Officer, shall:

{1) Direct the survey by providing guidance end
interpretations.

{2) Serve as the collection agent for gurvey
material.

{3) Review firdings snd recommendations resulting
from the survey, snd conduct such additional
stodies s8s deemed necessary.

{4) Submit to the Director of ABC recormendations for elim-
ineting, simplifying or otherwise improving reports.

b. Chiefs of Staffs and Divisions shsalls

{1) Desigwte a person to represent his component on
raports management matters,
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